
CERTIFIED PARK AND RECREATION EXECUTIVE (CPRE)  
CORE COMPETENCIES AND JOB TASKS 

 
Responsibilities in Communication - 18%  

• Collaborate with external groups, committees, advisory boards, and councils 
• Formalize relationships with outside organizations (e.g., leagues, associations, clubs, non-profits, school districts, 

faith-based organizations) 
• Develop marketing strategic plan (e.g., press releases, advertising, presentations) 
• Foster internal/external departmental relationships 
• Provide input for reports (e.g., annual, strategic plan, budget) 
• Communicate organization’s vision and mission to personnel and stakeholders 

 
Responsibilities in Finance - 11% 

• Research, provide input, or prepare requests for alternative support (e.g., grants, donations, sponsorships, in-
kind services, matching funds) 

• Conduct cost recovery analysis for a specific area in order to recommend fee schedules 
• Manage area specific contracts   
• Prepare and manage budget for areas of responsibility  
• Asset management 

 
Responsibilities in Human Resources - 23%  

• Perform personnel actions(e.g., disciplinary actions, coaching, recognitions, terminating, grievances) 
• Develop job descriptions 
• Evaluate personnel performance (e.g., develop goals, recommendations, work plans) 
• Design and conduct training for staff, board members, advocacy groups, volunteers 
• Enforce HR/Union policies and procedures 
• Supervise interns and field workers (e.g., coach, mentor, evaluate) 
• Manage time cards, payroll and/or employee records 
• Conduct hiring process for new employees (e.g., recruitment, reviewing applications, interviewing, hiring) 

  
Responsibilities in Operations - 31% 

• Enforce participant Code of Conduct  
• Manage properties (e.g., parks, facilities, areas) 
• Monitor capital improvements (e.g., renovations, building new facilities) 
• Implement emergency management plan 
• Conduct inventories of programs (internal and external) being offered 
• Manage customer relationships (e.g., service recovery, recognition, retention) 
• Provide input for risk management, safety, security plans, policies and procedures 
• Collect input and update standard operating procedures/manuals 
• Compile adequate information to defend agency in the event of accidents, risk management context 
• Develop energy efficient and environmentally friendly procedures (e.g., disposal methods, purchasing of efficient 

supplies, Green initiatives, LEED, recycling) 
• Analyze operating data (e.g., attendance, revenue, expenditures, maintenance, marketing) 
• Implement plan to include participants with disabilities 

 
Responsibilities in Planning - 18% 

• Assist with development of emergency management plan 
• Provide input/updates for agency strategic/master plan (e.g., area specific work plan) 
• Identify needs for new facilities, services, and capital improvements 
• Analyze trends and best practices  
• Develop comprehensive program plan 
• Collect public input (e.g., public hearings, focus groups, surveys) 
• Develop a plan to include participants with disabilities  

 
 


